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Legal Department 
creates FOIA bill/

letter.

Sends to customer 
and forwards a copy 

to the Center 
Financial 

Management Office

Financial Management 
Accounts Receivable 

Processor receives the 
FOIA bill/letter through 

NSSC Document 
Imaging

Does a customer 
account need to be 

established?

Accounts Receivable 
Processor tracks the 
receivable until the 

collection is received
(Note 2)

Accounts Receivable Processor 
provides necessary information 
to Customer Master Maintainer 

to set up a new customer 
account in SAP

Customer Master 
Maintainer sets up 
the new customer 
account in SAP 

(Note 1)

Collections Processor 
receives the collection check 

and provides a copy to 
Accounts Receivable 

Processor

Accounts 
Receivable 
receives the 

collection check 
(Analyze: Note  3)

Yes

No A

Start

Start

Note 2:  Run Transaction Code ZCF_ARAGING for aging. 
Reference EPSS detailed instruction at https://

epssprod01.ifmp.nasa.gov/nav/index.htm.  The Accounts 
Processor sends delinquency notifications to customer if 

warranted, and inputs interest/penalty/admin fee charges in 
SAP as they are incurred.

Note 1:  Reference EPSS 
detailed instruction:  https://

epssprod01.ifmp.nasa.gov/nav/
index.htm. Access SAP Core 

Financials Accounts 
Receivable System 

Role Customer Master 
Processor Create Customer 

Account.

Note 3: Run 
Report -

Transaction Code 
in SAP, F-21 
Analyze Open 

Items, to review 
and assess bill.

Accounts 
Receivable 
Processor 

Creates A/R 
Invoice

http://www.hq.nasa.gov/office/pao/FOIA/contacts.htm

http://www.hq.nasa.gov/office/pao/FOIA/agency/index.html
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Payment 
Processor pays 
the bill in SAP

(Note 4)

Documentation will 
be kept in 

Document Imaging 
and SAP

EndA

Note 4: If delinquency charges 
were incurred, then collection is 
applied toward the delinquency 
charges first, then towards the 

bill itself. Run Transaction Code 
FD11 in SAP to analyze in-

depth account detail, 
instructions available at https://
eppsprod01.ifmp.nasa.gov/nav/

index.htm  SAP – Core 
Financials Accounts 

Receivable System Role 
Receivables Processor 

FD11 – Analyze Delinquent 
Bills.  Run Transaction Code F-
28 to Post Interest, Penalty, or 
Administrative Charges.  See 
job aid in EPSS titled “Posting 
day to day accounts receivable 

transactions.
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